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INTRODUCTION

This guide provides Department of Defense (DoD)
components specific information on AF requirements
regarding position and employee processing in the
modern DCPDS. These AF-unique situations include
building AF positions, entering appraisal information
in AF employees’ records, processing details of AF
employees to AF positions, and NOA 900 actions.

The guide describes only those entries in
flexfields and data fields required for AF-
specific use. The Users Guide and other
instructional material provided by the Civilian
Personnel Management Service (CPMS) gives
instructions for other entries.

Information to be entered in some flexfields and data
fields will be provided by the AF major command to
which the position/ employee is assigned. A list of
the commands and action officers is attached to this
guide.

This guide should cover all aspects of entries
required for AF-unique situations, and the AF major
commands should provide all required information;
however, if there are situations that cannot be
resolved, contact AFPC/DPSIR at 210-565-2250 or
DSN 665-2250.



BUILDING AIR FORCE POSITIONS

Questions relating to information contained in this section may be directed
to Mr. Butch Hollis, AFPC/DPSIR at DSN 665-2250, Commercial (210) 565-
2250, FAX ext. 3216, or Email at Butch.Hollis@afpc.randolph.af.mil.




BUILDING AIR FORCE POSITIONS

The AF has some specific requirements for building positions.
The following shows examples of what those requirements are
and where they should be entered.

FLEXFIELD: POSITION

Dates
|7 From |U1'JAN'1 956 To |

A
Narme [AIRFORCET.MANAGEMENT ANALYST.10383 AFILAFPR

(rganization (62 MISSION SUPPORT 30 ; Joh [0343 Management And P
Location |531225053 Satys Vald [ﬁ]

atandard Conditions v
— Normal Time
Working Hours |7 Start | End |
Frequency
Reporting To Validate
Occupancy Event History Quick Copy Others...




Follow the general CPMS instructions on position build.

All Air Reserve Technician (ART) positions must have a position
number that begins with “7.” No other positions, other than
Air Reserve Technicians, may begin with “7.”

SES positions in the AF have alphabetic characters for the first
four elements; example: “DFES.”

FLEXFIELD: ADDITIONAL POSITION DETAILS

[l Additional Position D etails [_[O1%]
2
Servicing Office ID W McChord AFB WA 98438 =
Senvicing Agency AF Air Force
Region AFWE Air Force West Region
Unit|D Code
PAS Cade MHILF73Z £2 MISSION SUPPORT  5Q MCCHOR

Note 1:

tokgization Indicatar |C Position Required In Peacetime and Upon Mobilizati

Remarks

Note 2: Yaranry Indicatnr [0 Varancy A
AL )

Clear | Cancel | 0K |

Note 1: Air Force does not use UIC. Instead, “PAS Code” must be
entered. This is one of the elements that will be provided by the
owning major command of the position.

Note 2: Enter “C” for “Mobilization indicator.” That is the Air
Force default for this data field.

FLEXFIELD: NAVIGATIONAL OPTIONS

Find |f:~z.
Lo Force Active Guard And Feserse 1=

Air Force Appropriated Fund

LA Force SGuard Technician

LAir Force Local MNational

LAir Force MNonappropriated Fund

LAy Active Guard And Beserce

LAy Appropriated Fund

LAy Guard Technician -

] S




Under “Other,"” select “Air Force Appropriated Fund.”
FLEXFIELD: EXTRA POSITION INFORMATION

583 Privacy Act of 1974 = E]
Action Edit Quenw Go Folder ecial Help

E Position;

Date

Type
Acquisition Program Information

Air Force AppropriatedfLocal National|
Career Program

Demo Project Information

Multiple Agency Information

Skill Information

US Government Position Group 1

US Gowvernment Position Group 2

| US Gowvernment Position Obligated

Details

[T-c2E174 [|_ ]

Yalidate |

Count: 9 v

il Start | EY Microsoft Ward - Dacumen. | Bojlnbiox - Micrasaft Outiook | [gE) Privacy Act of 1974 S CIVMOD_TD - TD |

|l Pmle 1259 PM

Select “Air Force Appropriated/Local National.”



FLEXFIELD: EXTRA POSITION INFORMATION

Note 1

Note 2

ml_h—”-m- v vt otk [y scs w1y Browen oot | Bt zme

Note 1: “AFSC” is a mandatory AF entry for all AF positions.

Note 2: If the position is an Air Reserve Technician (ART) position,
“ART ID” is a mandatory entry.



To build career program positions

FLEXFIELD: EXTRA POSITION INFORMATION

F1 EARAGEUCHT ARALYET. 104 | .| 01] =] = F!'.l

dgumibus Piogrom Infermolion

pur Fosrs Appreganmisdfl nesl Mshnnnl
|

{Dues Projuet inlomoksn

Wuhspls Agrnny mlnmmaline
5k imnimaion

Ug Sovummami Peaihos Grosp 1

LI Govmmmesal Pasilion Grosp 7
| UE Gownmisest Pesition Obligaied

Em Ggiben Vs Dot |[[Prency dct ot 15ra oesco_toeto | 3-SR

Select “Career Program.”



FLEXFIELD: EXTRA POSITION INFORMATION

DRI

I Extra Position Information

d’

1=
g=
3= -

Career Program (2F)
Career Program Twpe (AF)
Change Reasons [(AF)
Career Field (AR

Career Frogram Code [(AF)
ACTEDS Eew FPosition (A5

=] E3

Logistics
3 Career Broadening Posn
CA Change-Reorganization
< |
Clear I Cancel I | OK

If the position has been designated as a career program position,
you will be notified by AFPC/DPK (Randolph AFB, TX) with instructions

on how to code this information.
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FLEXFIELD: EXTRA POSITION INFORMATION

.....

L M FUHLE | bl 08 WE ] SR Y

e Funoe dpprpealed oonl Moboenl
ILnieer | regqmm
rea st Inhenaan
sliple Ao ey krlermistion
Skl lelremstne
Giivaw hves e Fiaiian Gimep |
G i vediel Fasilan Giosp 2
Ciorenivavai® Fogiisin Obdgonaed

1 Cormin
I AT TR E T

e
e

E.I_M—JH“H- o | iyt et Ok [fiPmscy st e | g e

Select “"Multiple Agency Information.”
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FLEXFIELD: EXTRA POSITION INFORMATION

Note 1

Note 2 LTI
¥ MalApplicabis

Note 3

ht'l “ —_— ———
k| A Moot Do | bk Moottt [lPusscy Ackal 1B CRAID 80D | (] e v

Note 1: Air Force default value for “Position Management Review
Status” is "W.”

Note 2: “Payroll Cost Code” and “Payroll Org Code” are not used
in AF.

Note 3: “Funct Acct and Shred” and “"Program Element” are
mandatory entries.
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FLEXFIELD: EXTRA POSITION INFORMATION

=T

L L AN FUHEE ] s EE s SRS

1 e Fanoe dppropeatedi ocnl Motosal
lCniwer I'regmm
FIIIrlu Pt lnlmnsane
shiple Ao ey Inlermishion
Gkl lalrematne
G e Frisilian Gmap |
Giren i e Fogdissn Ginep #
v i pvud v Fogibadi O bk g eikaed

L5

E._n-u-m- o | iyt et Ok [fiPmscy st e | LR

Select “'Skill Information.”
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FLEXFIELD: EXTRA POSITION INFORMATION

Ghend
Taiby Ghead |
Femeril
2
Shadi

St H il §
Parcari
Sl
Hiwmit )
Sy Sl
Parowrt 1

E[[]][]]

E luﬁnh__“m Fosmme | PR

“Skill 1” and “Percent 1” are mandatory entries for all AF positions.
Shreds and Sub Shreds are optional.
If the position is a Part Time position, one of the Skills must be coded

“NCP” to indicate the percentage of Non Credible Partime hours. For
example, if the above position were part time, 32 hrs per week, Skill 2
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would be coded “NCP” with a percentage of 20 (which would, in turn,
cause the percentage of Skill 1 to be 80).

“Skill 2” and “Skill 3" and corresponding percentages must be input if
there are second and/or third skills assigned to the position.

The total of all percentages used must always total 100%.
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FLEXFIELD: EXTRA POSITION INFORMATION

.....

P sstion Frogram lalenoios
— A Funs Appipealedipcnl Moloenl

ICnreer |'regmm

(lmmo Pmpc llensans

iMaliple Aqnray brlsrmstion

kil lnlremstins
A Paris IR P ailian Gimap |
Ciotern Ravad il P gilid Giosp 2

_,d |'I.lEl:|:-'rn|m-rM P iy 0ol vl

m‘_._. - = - . = —
| 190 OFT DFF A EAFEI5# Ga1E 31 W0 21099 DE SaiLFzoes ([ |

ﬂl_h—u-m- o | v Homrd ok [y ez v a0 10| midma o

Select “US Government Position Group 1.”
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FLEXFIELD: EXTRA POSITION INFORMATION

.

m@eF
= Ll (0912

F | Fl T

e o

*

| s

“Position Working Title” is a mandatory entry for AF positions in
grades GS/GM-13 and above.

For example: Chief, Civilian Systems Requirements Branch
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FLEXFIELD: EXTRA POSITION INFORMATION

“Position’s Organization” will automatically populate when the
position is validated; do not enter a position’s organization.
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FLEXFIELD: EXTRA POSITION INFORMATION

E Position:

Date
‘ Type
Acquisition Program Information

Air Force Appropriated/Local National

Career Program

Demo Praject Information

Multiple Agency Information

Skill Information

US Government Position Group 1

US Government Position Group 2
+| |US Government Position Obligated

Details

I APPR.1PMY.01-JAN-1396..1.0.YY.N.16B100 11113M..1.0

(I

Validate




Select “US Government Position Group 2.”

FLEXFIELD: EXTRA POSITION INFORMATION

Note 1: “Organization Function Code” and "“Date Position
Classified” are mandatory entries for Air Force positions.

Note 2: ™“Appropriation Code” is automatically generated upon
validation of the position; do not enter an appropriation code.

20



PROCESSING APPRAISALS FOR

AIR FORCE EMPLOYEES

Questions relating to information contained in this section may be directed
to Mr. Butch Hollis, AFPC/DPSIR at DSN 665-2250, Commercial (210) 565-
2250, FAX ext. 3216, or Email at Butch.Hollis@afpc.randolph.af.mil.
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PROCESSIING APPRAISALS FOR AF
EMPLOYEES

The Air Force uses an adjective annual rating (pass/fail) and a nine-
element rating of various elements. These 9 appraisal factors are used
in the merit promotion process and must be part of an Air Force
employee’s record.

To input an AF employee’s appraisal, begin at the People/Enter and
Maintain/Special Information screen. Select “US Gov Perf
Appraisal.”

E Special Information [AHGLIN, Patty]

[nformation
~ame Exists
=1 |US Gov Cndtn of Emplmt r
S Gov Conduct Perf r
r US Gov Lanquage |
- .US Gov Perf Appraisal £
— Details
Start Date End Date Detail 1
;I1 -MAR-2000 A3 01-JAN-1999 A 3 31-MAR-1999.
[

Information about the employee’s appraisals will be displayed.

Double click in the “Detail” area and a new screen will appear.
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i US Gov Perf Appraizsal [_ O]
el P

Appraisal Type A Annual Appraisal =
Note 1 Rating of Becord |3 Acceptable, Fully Successful
Fating of Record Fatte A Summary levels 1 and 3. Us
Fating of Record Lewel |3 Lewel 3-Fully Succ or equiw.

Date Appraisal Period Ends g3 1-MAR-1999
Unit |MH1LFRSC

Fization Structure |0 [CEO

Note 2 Office Symbal |[CEO

Fay Flan |GS General Schedule.
Grade |04 04

Date Due

Appraisal System Identifier

Date Initial Appraisal Due
Cptional Information |G
4 3

Clear

Note 3 | Cancel | | OK |

ALL COMPLETED FIELDS SHOWN ARE MANDATORY ENTRIES.
Note 1: The “Rating of Record Pattern” for most AF jobs is “A.”
Note 2: For Annual Appraisals, the “"Date Appraisal Period Ends” is
always 31 March of the current year. For Out of Cycle Appraisals, it's

the Effective date of the Appraisal.

The “Optional Information” contains the 9 factors used for AF
merit promotion purposes. For GS/GM 15’s, this field is left blank.

Save data and exit.
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PROCESSING DETAILS OF

AIR FORCE EMPLOYEES

Questions relating to information contained in this section may be directed
to Ms. Kathy Hidalgo, AFPC/DPSIR at DSN 665-2250, Commercial (210) 565-
2250, FAX ext. 3216, or Email at Kathy.Hidalgo@afpc.randolph.af.mil.
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PROCESSING DETAILS OF AIR FORCE

EMPLOYEES

The Air Force requires that a Notification of Personnel Action, SF-50,
be created to document detail actions over 30 days in duration.

To input an AF employee’s detail, begin at the People/Enter and
Maintain/Special Information screen. Select “Detail
Information.”

B Special Information (Buchanan, Judith E)

Information
Marme Exists
* | |Completed Training [x
‘ Demo Project - CCAS [
| Demo Project - NV Warfare Labs B
& Detail Information [
— Details ————— 7777700 —
~tart Date End Date Detail []

_;ﬁl]ﬂ-FEEEl]l]l]

The “Start Date” populates with the current date but it can be
overridden by clicking in the Start Date field, deleting the
autopopulated date, and substituting a different date.

To initially input, change, or view specific information about a detail,
click “Detail” data field.
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i Detail Information

MNature of Actian

Tywpe Detail
Unclassified Duties
Faosition Mumber

alid Grade

Fay Flan

Series

Appropriation Code
FLSA Categony
Bargaining Unit Status
Wark, Schedule
Faosition Title
Organization Structure (D
Organization

Location

Total Days This Detail
Demo Lacation Code
Demao Broadband

Dermo Fay Flan

=] E3

930 Detail NTE

B Detail ¥Within the Same CCPO

N No

12206.12567

11

GS

11

General Schedule.

1001 General Arts And Information |

J3230P0 924904

E Exempt
AF2020 Charleston AFGE/1869 X Pr&DPD

F Full-Time

3230

PHOTOJOURNALIST

AOK.J
AU1LFYYZAOKJ
450411019
120]

CHARLESTON AFB } CHARLE®:

[

Clear

Cancel

For AF, “Position Number” is a required entry. It must be a valid

position number and sequence.
For AF, all data fields in the example must be input.

Input “"Demo” fields, if applicable.
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Note: “Premium Pay Indicator” is being added to the Detail
Information Window. Normally this field will be blank. However, in
those instances where a detail involves a premium pay indicator that is
different from the employee’s non-detail assignment, input the
premium pay indicator that applies to the detail (or choose it from an
LOV). The difference in the detail/non-detail premium pay indicator
will trigger the output of a payroll interface transaction.

If the “Premium Pay Ind” field does not appear at the bottom of the
window where you input other detail information, you are working with
a version of the system that does not yet have this modification.
When this occurs, you will need to regenerate a payroll transaction for
any change in Premium Pay Indicator caused by the detail.

Click OK. This returns you to the Special Information area with the
Detail data field populated.
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PROCESSING NOA 900 ACTIONS

Questions relating to information contained in this section may be directed
to Mr. Butch Hollis, AFPC/DPSIR at DSN 665-2250, Commercial (210) 565-
2250, FAX ext. 3216, or Email at Butch.Hollis@afpc.randolph.af.mil.
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PROCESSING 900 NOAs

NOA 900: Change in Position Title

This NOA is used for a change in position title only of an
encumbered position. No authority code is needed.

NOA 901: Change in Position Sensitivity

This NOA is used for any change to the position sensitivity of
an encumbered position. No authority code is needed.

NOA 912: Change in Position Number

This NOA is used for change in position number only when
neither the duties nor the position location change
(example: when Air Force changes their local Position
Descriptions to Standard Core Personnel Documents).

No authority code is needed.

29



NOA 920: Reprimands

To input a Reprimand, begin at the People/Enter and
Maintain/Special Information screen. Select "US Gov Conduct
Performance.”

EX Special Information [Hidalgo, Hamster A |_ O] x]
Intarmation

MName Exists

1 |US Gov Cndtn of Emplmt r
[US Gov Conduct Perf x
US Gov Language r

;I |U5 Gov Perf Appraisal x

— Details
Start Date End Date Detail [l

;Iw—AUG—zuuu
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Double click in the “"Detail” area and a new screen will appear.

= US Gov Conduct Perf Hi=l
I
5= @

_
—————» Adverse Acion NOAC [IEEI  Reprimand - [0920)

» Cause of Disciplinary Action |EA Actual Or Attempted Thef

Date of Adverse Action

Days suspended

Date Suspension Ower 30 Days

Date Suspension Under 30 Days
FIF Action Taken

FIF Beginning Date
FIF Ending Date
FIF Extensians

FIF Length -
a | >|

Clear | Cancel | 0K

Only the following two fields should be input with the appropriate
codes.

- “"Adverse Action Field” will always be “0920".

“Cause of Disciplinary Action” field will have to be determined
from the List of Values.
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Once these fields are entered, click "OK” and you will be returned to

the first screen you encountered.

EE S pecial Information [Hidalgo. Hamster A)

=] ES

Information

Mame Exizts

= | |US Gov Cndtn of Emplmt r
US Gov Conduct Perf [
US Gov Language -

LI |US Gowv Per Appraisal =

— Details
Start Date End Date Detail 11

_l‘ 10-AUG-2000 0920.EA. ...

Ensure you type in the correct “Start Date” of the Reprimand. Then
SAVE. When you SAVE, the “End Date” will Autopopulate.

reprimands stay on file for 2 year period).

E=E Special Information [Hidalgo, Hamster A)

Information
MName Exists

[ [O] <]

= | |[US Gov Cndtn of Empimt r
US Gov Conduct Perf x
US Gov Language (il
L‘ |US Gov Perf Appraisal (£
— Details
Start Date End Date Detail [l
= (10-AUG-2000 09-AUG-2002 0920 EA. ...
=]
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OTHER AIR FORCE-UNQIUE

ACTIONS

Questions relating to information contained in this section may be directed
to Mr. Butch Hollis, AFPC/DPSIR at DSN 665-2250, Commercial (210) 565-
2250, FAX ext. 3216, or Email at Butch.Hollis@afpc.randolph.af.mil.
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OTHER AIR FORCE-UNIQUE ACTIONS

Like the other Department of Defense components, there are other
actions unique to the Air Force that will be encountered by human
resources offices servicing Air Force employees and positions.
Descriptions of those actions will be added to this section as needed.

Acquisition Career Program Registrants: Technical
Appraisal

Air Force employees who are registered in the AF Acquisition career
management program are rendered technical appraisals in addition to
their annual performance appraisal and the none-element appraisal
rating.

Employees who are registered in the AF Acquisition career
management program are coded “R” in “Special Information/AF Career
Management Program/Registration Data.”

If you service this type of AF employee, please contact AFPC/DPSIR at
DSN 665-2250 before entering data in “Special Information/ACQ-AF
Technical Appraisal.”



